APPLICATION FOR RECORDS RETENTION SCHEDULE |00 FieE O T S e Nb HISTORY
27091070t " RECORDS MANAGEMENT DIVISION

INSTRUCT IONS See Publucatlon No. 76—‘!M—1 for instructions on oompletmg this focm Forward signed original to !
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,

Attention: Scheduhng Section. { , i

e ©

FOR AGENCY USE_ [ 1. Agency Addrass __-‘ B ?oﬁmoaosmmomem st ]

{ Appiication Date Office of Commissioner of Insurance APP““"M Number
Agents Licensing Division - 85'69 A

geeTe : ~—-{ Computer Operations Dete Recaived mploteq
Appiication Number | Room 616, West Tower, Floyd Bu1ld1ng SEP 101987 L B 221988
e e Atlanta, Georgia.. 30338 A R
? Parson to Contact Working Title Telephone Number

Debbie Richardson .. ___Computer_Operations Supervisor._. ... . ..656-4211

Ac—tiooﬁﬂequested
a. [ Estabusn Retention Schedule; record will continue to accumulate
b. O Dispose of present accumulation; no further accumulation anticipated.

¢. [ Amend Application No. ..89-69__ . Check One: X! Change; (1 Supercede; O Void e
(4. Dates of Series ' $. Recotds Series Title (foﬂawed by title used in office; if different)

Earliest Latest @ﬁ? ’3/,2/’_7
July 1983 , To Date Requests for Certificate of Authorltyas
6. D?vgio—n;oo ?o?fié"r'i‘n&:?n“"“v?vﬁ;:?s ﬁE?ﬁn_&;ontofwtﬁe" Division and the Offlce in which this record series is created?

The Agents Licensing Division is responsible for the legal licensing of agents, counselors,
brokers and adjusters for all classes of insurance by strict enforcement of the
qualification requirements for all applicants.

The Computer Operatlons Section is responsible for batchlng and processing first-time
license applications, renewals, certificate of authority request and annual listings,
re-examination permits, permit renewals, bad checks, redeposits and refunds and
balancing such with the Fiscal Department. The section, also, processes all insurance
examinations and issues and prints licenses, failure notices, perm1ts and letters of
cert1f1cat1on/clearance letters to agents applylng for licenses in other states.

7. Record Series ﬁesoription Thls file contaire tha fn“nwmg documents finclude form numbers and t:t!es if any}

) . . Pﬂxﬂ:ul
.DOCUH#ﬂBfehﬂ"9*°- /ﬁ Certlflcate of Authorlty appo:ntments of agents to represent
. specific companies . :

Included are: Form GID-122 - Request for Certificate of Authority
Batch Control Sheets, Batch Balance Lists and Batch Extract Lists

File is arranged: Chronologlcally by Fiscal Year; thereunder numerically by aSSIQned_
Batch number . . L
'8, Monthly "Reference Rate How often are records referred to which are: SN
One to six monthsoid 12 _; Sevento tweive months old — 6 ___; Thirteen to twenty-four months od 3 .;
twenty-five months and oIder_.___,L e ? | A n _ ]
9. Annual Rate of Accumyigtion of Rerords N
Letter-size drawers —— —.; Legalsizedrawers — ... . _.;Shelves .. ;Other (specify) —. - — —— -

AR-30-71; Rav.76 - e e (Ovar)

- - -~ -




A e mmTTw mEcw o s YwYwss wew g W wmree wwWs cwe—w

A Mrotwhereisitz . ]
X b. Does the series contain confidential information requmng securlty handhng? If yes, cite law or regulatlon

e - - —— S - - e e —aar— DL PR S —

c. ls this a vital record? .

| WSS WL A e S U - - S —— —_—

1.X_ | d. Doest thls saries have hustorjal or long term research value? e e o,
. When one or two documents | in the file make it necessary to keep the entlre file for a Iong penod could these

_ , _mcuments be scheduled separatelv? N — e ]
L1 X I_f. Istheinformation contained in this senu.am,nubhshed? fves.attach conv. S et e
X

g. Is the information contained in this series ever anslyzed and/or recorded in a summarized report?

c. Federal law M0 years. f. Federal retention instructions .0 _____ __years.

Attach copy or excerpt of laws or regulations. Explain administrative need,

Information is needed to verify receipt of payments, and for reference in the event a

certificate is not renewed in one year, but renewal is required in a subsequent year.

Also, used in the event legal action is initiated against agents who have not acquired
the proper licenses or certificates of authority.

[12. Aporoved Dnspomlon instructions This a agency recommends that, the file series be cut otf at the end of each:
O Calendar Year: [J Fiscal vear; & Other Daily ___ _ ___ _ __ ____then,

3 Hold in the current filesarea ___.___month(s) —_______ year{s): then
3 Transfer to local holding area, hold .. .. year(s); then

O Transfer to State Records Center; hold e .. .year(s); then

O Destroy. .

0O Transfer to State Archives for permanent retention,

@ Other (Specify) , , . /
After information has been put on the computer, records will be microfilmed dailyj=+kuwﬂiﬂk4
After verifacation, documents will be destroyed. A8
1 Roll of m1crof11m will be sent to Archives for security , held for 7 years and destroyed
1 Roll of microfilm will be held in the o‘Ff1ce for reference and audit purposes.. held for

7 years and destr'oyed %)z )
/&’/g ;

These instructions apply to all prior and future accumulations of the series.

S £ ey o P = e e S ]

fves.avtach coov,. . . e e ot e e e
X h. Is there & duptication of this series in your office, or in another ofﬂce or agencv?
.M yes where? - . e e
| ...,_Xm-_\,.,l__ls.thn saries {or o majar portion of tl requtarly microfilmed? : R , N
[ X —. L. L._Does the record serias result in a2 computer printout? , I
M. Retermon Requiremants The following requires the series to be kept: '
a. State Law —_— Q. .years. : d. Audit period A years,
* b. Statute of limitation 2 .years. e, Administrative need —d o __years.
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M

s
AR-80-71, Rev. 76 (Rave

ad/Designee (S' ture) | ____Date Reoords Mangemént Officer_(Signaturs) ____Date

A J M (o | 7-47

_ - ~ State Records Committes (Signature) Date
Recummendations in para- ‘ ' (%

graph 12 are approved. State Auditor/Designee ,&'ﬁﬁ% }_*7/

(If disapproved, attach letter ' ] ' T

of explanation.) Secratary of State/Designee : e ‘QZ’/ 24
8 5 - Q-4 Attorney Gaeneral/Designee W



/
Addition to item 11b. X209/0-0) [pepe 3

14

These files can be used 'in the event a person is charged with
selling insurance without the proper licenses or authority. The
charge, according to 0.C.G.A. 33-5-3, wbuld be a misdemeanor.
According to 0.C.G.A. 17-3-1, the statute of limitation on a
misdemeanor is two years.
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APPLICATION FOR RECORDS RETENTION SCHEDULE Do O T A CIIVES AND PISTORY
, , Se7/8-11 _ _ | __ RECORDS MANAGEMENT DIVISION
INST FIUCT IONS See Pubheetlon No. 76—RM—! for instructions on completing this form, Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Schedu!mg Section f , i

— rar— ey Tms

_' FOR Acéncv use_ | 1. Agency Address : | _an geconnsmm_ceinﬂr_ Usa i
Application Date Office of Camwptroller General - Ins. Dept. Apphcamn Number
2gents Licensing Division ‘ 8 5 6 Ci
Appiu—c—a;nlaw—Nh_r;boTi B puter ¥ ations : Data Raceived - Date Oompleteq

Rm. 616, West Tower, Floyd Bldgy.
|atlanta, Ga 30334

UL 181985 | oeT 91985

et mmer s ey moz omzoezos R R R S e T g

2. Porwn to Contact - Working T:iie ; _ Telephona Number
Debbie R_'Lchardson Canputer Operatlons Supervmor 656—2100
P -2 e e T TR e R R e R R e R T tmeme— LTI WA UnLmoS T T e oy pmmm e ey

3. Acﬂon Requemd
a. K Estanusn Retention Schedule; racord will continue to accumulate.
b. [0 Dispose of present accumulation; no further accumulation anticipated.

¢ O Amend ApplicationNo. oo o . . Check One: [] Change; O Supercede; O Void _ . .
4. Dates of Series §. Records Series Title (folfowed by title used in office; if different)
Earliest l.atest .

July 1983 | To Date ~ Request for Certificate of Authorities

[PUUOES

6 Division and Office Function What is the function of the Division and the Office in which this reaziraisre?i#esi is created? L

The Agents Licenhsing Division is responsible for the legal licensing of agents, oomselors,
brokers and adjusters for all classes of insurance by strict enforcement of the
quallflcatlon requirements for all applicants.

The Camputer Opera‘uons Section is respon51ble for batching and processing first-time
license applications, renewals, certificate of authority request and annual listings,
re-examination permits, permit renewals, bad checks, redeposits and refunds and
balancing such with the Fiscal Department. The section also processes all insurance -
exaninations and issues and prints licenses, failure notices, permits and letters of
certification/clearance letters to agents applying for licenses in other states.

s =

7. Record Series Deseﬂptwn This file contains the foilowmg documents {mc.'ude form numbers and i:tlee If any}
Attach samples of the file. .

lQO':UNnﬁ relatingto: ~ the Certificate of Authority appointments of agents to represent
specific campanies

Included are: Form GID-122 — Request for Certificate of Authority
Batch Control Sheets, Batch Balance Lists and Batch Extract Lists

o

File is arranged: : Chronologlcally by F:.scal Year, thereunder numerlcally by
c e~ kasmgned Batch mmber“ '
_B‘Mo;nﬁy 'ﬁ?f?r&éé‘ﬁ&. o How often are records referred to which are: T -
One to six months old 12 .. Seven to tweive months old __6,, ——; Thirteen to twenty-four months oid _.i.__
twenty-five months andolder____ -+ _? .
FQ— Annual Rate of A Amumulauon of Rerords ?~7 T T e !
Legter size drawers e} Legal-size drawers — ) Shelves - e Other [speCify) o

e TR R ma e s w4 ek = S e e - - B T Ta—

AR-80-71; Rev. 78 i R . (Qvar)
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{12. Aonrovad Dtspomnon Instructions  This agéﬁéy recommends that the file series be cut off at the end of each:

X b. Doaes the series contain oonf:denttal information requiring security handling? If yes, cite law or regulation,

X | e Is this a vital record?
X

e e

1 A [ d. Does this series have hlstor cal or Iong tarrn research value? e e e niann
X e. When one or two documerits in the file make it necessary to keep the entire file for a long period, could thasa
__l_ .. documents be scheduled secaratety? . ' _ S . e
[ _X ._ls the information contained in this series nvarpubllshed? Jj ve; .attach coov. )

o e e —————

¥

g. Is the information contained in this saries aver analyzed and/or recorded in a su mmarized report?
t 4 1 _lfves attacheoov.. _ ... ____ S P S
h. Is'there a duplication of this saries in your ofﬂee or in anather office or agancy?

4.1 fves,where2 R I
__i._ Isthis series for a major nortion of it} mgujadv memfﬂmed? ~
___J X | _i._Does the record series result in a comoutec orintout? . . .

e i e et T ———  A—

11. Retention Requirements The following requiras the series to be kept:
a. State Law g_* years. d. Audit period __-} _vearg. '
b. Statute of limitation — e years, e. Administrative need 5 ..years,
c. Federal law I JD .. _.years. f. Federal retention instructions 7.

. ....Years,
* See atta.ched sheet -

Attach copy or excerpt of laws or regulations. Explain administrative need. -

Information is needed to verify receipt of payments, and for reference in the event a certifid
is not renewed in one year, but renewal is requested in a subsequent year. Also used in the
event legal action is initiated against agents who have not acquired the proper 11censes or
certificates of authority.

] l __If not, where is it? o ' ) ' o |

ate

O Calendar Year; & Fiscal year; O Other . . ___ .. . .. _.__then,
B Hold in the current files area ___ 6 . ___ month(s) —_— fear(s) then

O Transfer to local holding area, hold . - - vyear(s); then

Kl Transfer to State Records Center; hold _ <~/ < __ year(s); then

E! Destroy.

O Transfer to State Archives for permanent retention.

O Other (Specify) |

These instructions apply to all prior and future accumulations of the series.

Pr—— -——- — - ———————

_ﬂ!_adfpesé““;—isﬁfj_zmln_t L _—___ Date - LRooorda Mana e
e

|7.154¢]

_ State Records Committes (S:gnarure}
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B
e ]

Recommendations in para- et

graph 12 are approved, State Auditor/Designee
{If disspproved, attach letter ' it e

of explanation.) Secretary of State/Des:gnea

- N Attornay General/Designee ; 72 /é gj
AR-80—71; Rev.76 T TR b - = T M el
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Addition to item 11b.
. ‘ . . /
These files can be used in the event a persoﬁ is charged with selling. insurance
without the proper licenses or authority.’ The charge, according to 0.C.G.A.
33-5-3, would be a misdemeanor. According to O. C. G. A. 17-3-1, the statute
of limitation on a misdemeanor is two years.

A ‘
(The above alteration to the schedule was made by Harmon Smith and Charles
Saxon based on auth( -ity granted to Harmon Smith by the Comptroller General's
records officer Mickcy Anderson in a telephone conversation July 30, 1985.)




